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The processes described in this document are derived from the
policies and procedures prescribed in NOAA's Personal Property
Handbook which is available on the web at
http://www.pps.noaa.gov/New_ menu/ppmanualmain.htm
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Personal Property Account Managers



PROPERTY ACCOUNT MANAGERS

Staff members authorized to review, enter, modify and delete property records. These employees provide
advice and assistance to Property Custodians and Property Contacts in their service areas.

Headquarters

Steven J. Bernstein

NOAA Research

NOAA Satellites and Information
(ED — 40-04)

Yearly 200K Inventories

Yearly GFE / CAP Tracking

301 713-3530, ext. 170

Holly E. Turri
NOAA National Weather Service

(WX = 20-70, WC — 20-03, and WE — 20-05)
NOAA Satellites and Information

(EA - 40-01, EB — 40-02, EC — 40-03, EG —
40-07, EK — 40-09, and EL — 40-10)
Reports
301 713-3530, ext. 178

Melissa A. Nelson
NOAA Ocean Service
301 713-9488, ext. 178

Barbara Carson

NOAA Ocean Service
301 713-9489, ext. 208

Norfolk Regional Office

Robin M. MacMillan
757 441-6466

National Logistics and Support Center

Ryland E. Pine

(Brancore Technologies Contractor)
Annual Inventories

301 713-2284, ext. 187

Doreen A. Kaduri-Porter
(Brancore Technologies Contractor)
NOAA National Weather Service

(WA —20-01, WB — 20-02, and WG — 20-06)
Excess Property
301 713-0262, ext. 171

Jennifer Foster

(Brancore Technologies Contractor)
CAO, CFO, CIO, AGO, WFM, NMAO,
USAO

301 713-2284, ext. 164

Dominic Blakey

(Brancore Technologies Contractor)
NOAA Fisheries

301 713-2285, ext. 188

Kansas City Regional Office

Gilly A. Elsea
NOAA Regional Property Manager
816 426-7806

Boulder Regional Office

Renita Y. Strong
816 926-7993

Tracye L. Roper
816 823-1003

Seattle Regional Office

Elizabeth Valenzona
206 526-6393

Kim Hutchinson
206 526-6383

Rudy Nunez
NOAA Regional Property Manager
303 497-3629

Sheila K. Hensley
303 497-5647



Financial Managers / Agreement Managers

Sunflower Cataloging



FINANCIAL MANAGERS / AGREEMENT MANAGERS

Staff members authorized to review, enter, modify and delete capitalized property records These
same members are also authorized to enter leased property.

Headquarters Norfolk Regional Office

Brian G. Mason Anita Holley

CFO Audit Lead NOAA Regional Property Manager
Headquarters Regional Property 757 441-6468

Managers

Property Systems Kansas City Regional Office

301 713-3530 x165 and

301 427-1009 x135 Gilly A. Elsea

NOAA Regional Property Manager
816 426-7806

Boulder Regional Office

Rudy Nunez
NOAA Regional Property Manager
303 497-3629

Seattle Regional Office

Elizabeth Valenzona
206 526-6393

SUNFLOWER CATALOGING

The Sunflower catalog provides for and dicates standard descriptions of property in the Sunflower
database. This catalog is maintained centrally to ensure consistency and accuracy of the
descriptions.

Headquarters

Raymond Akondo
(Brancore Technologies Contractor)
301 713-2884, ext. 153



System Administrators



SYSTEM ADMINISTRATORS

Staff members authorized to maintain and update data reference tables in the Sunflower

database.

Headquarters

Brian G. Mason

CFO Audit Lead

Headquarters Regional Property
Managers

Property Systems

301 713-3530, ext. 165 and

301 427-1009, ext. 135

Larry M. Oates

Annual Inventories

Property Board of Review
Computers for Learning Program
301 713-3530, ext. 173

Norfolk Regional Office

Anita Holley
NOAA Regional Property Manager
757 441-6468

Kansas City Regional Office

Gilly A. Elsea
NOAA Regional Property Manager
816 426-7806

Boulder Regional Office

Rudy Nunez
NOAA Regional Property Manager
303 497-3629

Seattle Regional Office

Elizabeth Valenzona
206 526-6393
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Steps in the process



Acquiring Personal Property
Initial Steps

The following chart shows the steps normally taken when a decision is
made to acquire a new item of personal property.

Yellow elements on the chart indicate that a sample document follows.

Pink elements indicate that the process flow is continued on a subsequent
chart.

>

The program office establishes the need to acquire a new item of
property

Depending on the cost of the property, the program office then decides
whether to acquire it using a purchase card or a contract or purchase
order.

If using a purchase order or contract, a CD-435 form (requisition) must
be prepared. In accordance with NAO 208-108, the Custodial Area
must be entered in the Ship-to block on the requisition and the Property
Contact's name and phone number must be entered in the Clearances
and Remarks block.

After getting all of the clearances within the requisitioning office, the
CD-435 is routed to the Property office. It may be hand-carried, faxed
or sent by mail.

The Property office reviews the requisition.

+ If excess property is available that will meet the need of the
requesting office, they are notified of this fact.

+ If an incorrect object class code is used, it is corrected if possible.

+ If necessary, the requisition is sent back to the requesting office.
Otherwise, the requisition is forwarded to the Acquisition and Grants
Office (AGO). It may be hand-carried, faxed or sent by mail.

+ A copy is made and filed in the Property office after being logged into
the requisition database.

When the AGO receives a CD-435, they check to make sure that it has
been reviewed by the Property office.

+ If it has not, it is forwarded to the Property office for review.

+ If it has, it is processed and a purchase order or contract is created
to acquire the property.



Flow Chart



Acquiring Personal
Property - Initial Steps

Program Office
establishes need
for property

Purchase
Card or
Contract?

Go to Purchase
Card (Tab 5)

Purchase Card

Contract

CD-435
Requisition Must include Custodial
Area No. in Ship-to
block, and Property
Contact name and
phone number in the
Clearances and

Remarks Block.

Office
Approvals

May be hand-carried
or forwarded by mail
or fax

Property
Office
Review

Is the CD-435

OK or can it be

corrected by
Property?

' Copy of CD-435 made
May be hand-carried and filed. Requisition
or forwarded by mail > logged into

or fax Requisition database

Procurement Office

Does the
CD-435 have
Property
Approval Stamp?

CD-404 or
Contract
(Tab 6)




Example CID-4556 — Procurement Request



12/23/2005 00:34 FAK

s0l71s3¢i3

See instructions - Raverss

NESDIS-HU/MUAU

Puge of

grvvassvio

Pages

U.S. DEPARTMENT OF COMMERCE
PROCUREMENT REQUEST

INVOICE ADDREAS

U.S. Dept. of Commerce NOAA/NESDIS/0SO
5200 Auth Road FB4 Room 0135

ARGQUIRITION NUMBER:

NE-EK3000-6-00066

Requisitioner fills In aaly Attention: Walt Schielcher READY REQUIGTION DATE:
h biacks r 0
unsheded bla Suiltiand, Maryland 20746
8F-281
RECENING REFERENCE QRDER SOURLCE PURCHASE DELIVERY SUs.
QFFICE NO. CONTHNACT NUMBER DATE ORDER NUMBER
12/08/05
CHECK ONE TO: (Bailer) SHIP TO: {Use Ridg/Room No.-ses Reverts for Format)
g%g‘é:‘“ CXtec NCAA /NESDIS / 0SO
DRLVERY 5404 South Bay Road (P.O. Box 4799) 4401 Sultland Road FB4 Room 0135
GRDER Syracuse, NY 13221-4798 - Attention: Walt Schieicher
l:lu';m&w Phone: 1-800-767-3282 FAX: 315-455-1800 Suftland, Maryland 20748
o Attn: Kate Kalin Phone #; 1-888-274-6729 X 2185
CcT
° -Eﬁ EMPLGYER IDENTIFICATION NUMBEN (KiN) REQUISITIONER CONTACT PRRION: TELEPHONE NO.
OTHER Walt Schisicher 301-817-4138
LNE DESCR{PTION QUANTITY UNIT UNFT PRICE ESTIMATED
ITEM {Dcubie Space Setween ema) 188UE {if Known} AMOUNT
1 CISCO2811-HSEC/K9 CISCO 2811 Security Bundle 32 2,480.00 79,360.00
0.00
2 CON-SNT-PKG6 CISCO SMARTNET MAINTENANCE 1 YEAR 32 440.00 14,080.00
0.00
3 MEM-S2-512MB CISCO CATALYST SUPERVISOR it MEMORY 2 1,700.00 3,400.00
0.00
A FREIGHT - NO CHARGE 0.00 0.00
0.00
5 TAX - 100% EXEMPT 0.00 0.00
0.00
0.00
0.00
F.O.8. POINT DISCOUNT TERMS PROMPT PAYMENT 18 b-T ta‘
o Poger | 98,840.00
REQUEST DRLIVERY BY: DELIVERY DATR: BHIPVIA PSTIMATED FREIGHT
January 6, 2005 TOTAL 96,840.00
1 owrtify thad Aunde sre svsliabis and that the aicve Rams srs
negessary for use in the punlh servica. BUR. | FUNDI FCPY | PROIBCT.TASK ORGANIZATION OOIRCT CLASS | IMSTRIBUTION AMOUNT
TIYLE OFFICuL TELRPHONE - oc
/Pey 14 (36 | 06| D2NS1GG |40-09-0003- ) ) ®2,706 0
NATJRE P60 00-00-00-00 NS
)/p&cz% F262D )4 080
LE OF REQUESTER TELEPHONE
Telecommunicat!ons ¢, | 301-817-4138
BIO r 7 0 DATE
QVM/Q—?O 2008 o APPROVED il 23 23
B3 AND REMARKS
0S0 CISCO Router IT Rafresh - 1/00 P D&P DOO X 5 YM %‘QA@\\
P 14/ HQ Persodl Property Office
D> bttt 1214
>@‘ /@ S N\ Jinde totlear sa)10f25
FORM CD=436 (10-03) y ‘Qﬁ istributions-Original and one copy Lo Procuiament) / 7/ 4
NOT A PURCHASE ORDER
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Steps in the process



Acquiring Personal Property
Using a Purchase Card

The following chart shows the steps normally taken when acquiring a new item of
personal property using a purchase card.

Yellow elements on the chart indicate that a sample document follows.

>

As a first step, the bank card holder may or may not get clearance from the
AGO or property before proceeding with the acquisition.

After the bank card holder places the order with the vendor, they then record the
purchase in the Commerce Business System (CBS) Purchase Card System
(CPCS).

The vendor delivers the property to the Ship-to address and processes their
invoice through the bank.

The NOAA Finance office pays the invoice from the bank and the record is
recorded in the CPCS

The Property office captures all payments against object class code 31 and
posts these payments to the Unreconciled Payments Report (UPR).

When the Ship-to addressee receives the property from the vendor, the
Property Contact is notified so they can place a Department of Commerce bar
code tag on the property.

When the bank card holder receives their bank card statement, they provide a
copy to the Property Contact so they have the information needed to complete
the property record.

Once the Property Contact has tagged the property and has all the information
needed, they either complete the CD-50 Web form or the CD-509 paper form to
request the creation of a new record in the property system. The CD-50 Web
form was mandated over the paper form as of April 2005.

If the web form is completed, a screen shot of the web page is sent to the
Personal Property Account Manager (PPAM) along with a copy of the bank card
statement.

+ If there are no problems to resolve, the PPAM clears the data entry and
processes it into Sunflower.

If the paper form is completed, it is sent along with the bank card statement to
the PPAM so the PPAM can enter the property into Sunflower.

The PPAM enters the transaction into the Workflow Information Tracking
System (WITS).

The PPAM ensures that the record is reconciled to the UPR.
The PPAM files all documentation.

A Transaction Report can be run at any time by any interested party out of
Sunflower to track the activity in the personal property system.



Flow Chart
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Example DoC Purchase Card Statement
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Example CID-50 — Create New Asset web form

iv

iv

iv

iv

iv



Create feew Assel

ORALCLE

Sunflower Assets - Production 3.8,0.0

Brian Mason

Create New Asset

Custodial Area

Property Contact ldentifier

User tdentifier

Property Accountability Office -

Region

Manufacturer

HEEEER

Model

Description (Required)

(e.g. Computer Peripheraly

Activity Type

Acquisition Date

Initial Event

’H»cal Year

‘ Fund Code

Organization

User Code

Object Class

\
|
o
|
\
l

Code E i Task
¢
Bureau - f;\djusl deprectation
‘ {from

Document Type

Storage Type

Document #

i

IDocument Custodial Area

=

Interest Type Barcode # Serial Number Site

INVENTORY ASSET 3 H
BUILDING ¢ E TRACK NUM & m

mviNTORY Asser 5 L T T ‘__ oo ] :
BULDING § E] TRACK UM 3 ‘Z]

INVENTORY ASSET 3 ‘ | :
BUILDING ¢ TRACK hUM 2 E

INVENTORY ASSET 2 [ { :
BUILDING ¥ E} TRACK NUM ¢ E

INVENTORY ASSET 1 l { :
BUILDING ¢ B TRACK BUM  § El

INVENTORY ASSET 3 I i H
BUILDING ¢ E} TRACK NUM % B

INVENTORY ASSET 2 l l :
BUILDING 3 E TRACK RUM 3 E

INVENTORY ASSET ¢ l l :
BUILDING + IE TRACK NUM 3 E

INVENTORY ASSET & l I :
BUILDING & E] TRACK NUM 3 E

NTORY ASSET ¢ l ' :
BUILDING 3 D TRACK NUM 3 m

Save

file 14 i volumes Work iIMOAA S04 ta 1 data/ Sudhes  CAOR 20 Transition /<d3052 request humb




Fxample CID-509 — pr@p@m(ﬁy Transaction
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- .

S ’ . ENTERED [ OWER
U.S. Department of Commerce Property Transaction Req uesbar: __gj 53 05
DKP

‘ Custodian Code Transaction Request Number
54201N210 [b]. 8/25/05 j
1 . Addition Type: [ New Acquisition [ Inventory Adjustment { | Other —
SO
D
E |Description Number Description
S
C } 3) 2 {(J 3& Enterprise Storage Server
T Manufacturer Model Number Serial Number
? IBM ESS-800 75-29850
C!) NFC ID Number Type of Property 1Useful Life
N CD0001403686 ADP ; ;
L AV ‘l'
O |Building Number 213 Room Number known)
c
? Street Address 19844 Blue Ridge Mountain Road
é ; " Bluemont County State Va Zip 20135
N
Document Type (Check One) A
A . Other
C | X 40Purchase [ ] 50Contract [ | 14Bank [ | 22GSA [] 43Leases |
C Order Card Fedstrip Rentals fForm #)
.; Document # Line ltem# | Acquisition Cost | Acquisition Date Receipt Date
T DG133WOSNC1338 01 90,000.00 12-22-4 1-7-5
rfl Org. Code / Project Number Object Class |Org. Code (NFC) E FSC |Possession Code,
G 3123 WA2100 ! :
Multiple Adds (use this section fo record multiple “adds” of the sama ifem procured on the ssms document.) 1]
M N i
E NFCID Serial No. Custodian Code Bldg. No. Room No. Project No.
T
I
P
L
E
A - - _— —_
D
D
]
Remarks
J
|Date iTelephone

.ignature of Custodian (Print Name)
AlA A L, L ac

ak, A

e

(301) 713 - 0864

See fa;'erss for Change, Transfer or Delete Actions

This form was slectroniGally producecd by Elte Federsl Forms, inc.

Form CD-509 LF (2-81)



Example Transaction Details for Custodian
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Steps in the process



Acquiring Personal Property
Using a Purchase Order or Contract

The following chart shows the steps normally taken when acquiring a new item of
personal property using a purchase order or contract.

Yellow elements on the chart indicate that a sample document follows.

> The Acquisition and Grants Office (AGO) prepares the CD-404 or OF-347
Purchase Order or Contract.

+ Provides copies to the Vendor, the Requisitioner, and the Property office.

4 Records the order in CBS.

The Property office creates an entry in the document tracking system to begin
tracking the procurement.

The Property office also generates a report out of the CBS data warehouse of
all obligations using object class codes 23, 252, 26 and 31 to ensure that all
accountable property is accounted for.

The Vendor delivers the property to the Ship-to address and invoices NOAA for
the delivery.

The Ship-to addressee tests and accepts the property for the Government.

The Ship-to addressee then notifies the person who has authority to sign the
receiving and acceptance report.

Once the receiving and acceptance report is signed, it is sent to the Finance
where it is matched to the invoice from the vendor and the invoice is paid.

A copy of the receiving and acceptance report is sent to the Property Contact.

The Property Contact places a Department of Commerce bar code tag on the
property.

Once the Property Contact has tagged the property and has all the information
needed, they either complete the CD-50 Web form or the CD-509 paper form to
request the creation of a new record in the property system. The CD-50 Web
form was mandated over the paper form as of April 2005.

If the web form is completed, a screen shot of the web page is sent to the
Personal Property Account Manager (PPAM) along with a copy of the receiving
report and/or invoice.

+ If there are no problems to resolve, the PPAM clears the data entry and
processes it into Sunflower.

If the paper form is completed, it is sent along with the receiving report and/or
invoice to the PPAM so the PPAM can enter the property into Sunflower.

The PPAM enters the transaction into the Workflow Information Tracking
System (WITS) and closes the entry in the document tracking system.



> The PPAM ensures that the record is reconciled to the UPR.
> The PPAM files all documentation.

> A Transaction Report can be run at any time by any interested party out of
Sunflower to track the activity in the personal property system.



Flow Chart
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Example OF-347 — Order for Supplies or
Services (CID-404)



DOISSWObNLIDD

s XS SN A RSN E Y

YV A Fne £ S

PAGE F
ORDER-FOR SUPPLIES OR SERVICES ¢ OF PAGES
IMPORTANT: Mark all packages and papers with contract and/or order numbers. ! 2
1. DATE OF ORDER 2. CONTRACT NO. {if any) 6. SHIP TO:
Dec 2004 GS35FF4902H a. NAME OF CONSIGNEE

3. ER NO. 4. REQUISITION/REFERENCE NO,

DGI133W0OSNC1336 NWWA2100-5-00053 b. STREET ADDRESS
5. ISSUING OFFICE Address comespondence fo: AJF30012

NWS ACQUISITION MGMT DIVISION /OFAG3

1305 EAST-WEST HWY,, SSMC4 RM 7604 c. CITY d. STATE e. ZIP CODE

SILVER SPRING, MD 20910 f. SHIP VIA

Paula J. Frickey 301-713-0828 x196 Best Method
7. 70: 00001288 TIN: 770404935 8. TYPE OF ORDER
a. Name of Contractor |__|a PURCHASE [X]o. DELIVERY

JESKELL, INC. DUNS: 786823575 | REFERENCE YOUR: Except for billing instructions on the
b Com N . reverse, this delivery order is subject

pany Rame gﬁﬁiéﬁﬁmﬂﬁ:ﬁi‘]ggﬁ: '2: to insﬁucﬁons contained on this si{je
o Street Address both sides of this order and on the g’g Oftem's foméand ;gﬁlssu:: t";’:’b’e"t
attached sheet, if any, including bo e msb:n edmn 1hons e

155-A MOFFETT PARK DRIVE, SUITE 104 delivery as indicated. above-numbered contract.

d.City SUNNYVALE le. state CA |1, Zip 940891323

9, ACCOUNTING AND APPROPRIATION .
1405C2MS4TGPHR 32040301 005!205 I[OOOC;(F) E 0000003 1230000

OBLIGATED AMT: $90,000.00

10. REQUISITIONING OFFICE

Paul Noonan

11. BUSINESS CLASSIFICATION (Check appropriate box{es))
[X]a. sMaLL b. OTHER THAN SMALL [ X]c. DISADVANTAGED []o. women-owNeED
. F.OB. 14. GOVERNMENT B/L NO,
12. F.OB. POINT ;56[3851;3%1'0 16. DISCOUNT
DESTINATION ON OR BEFORE | ERMS
*E 13. PLACE OF 31Jan 2005  |00.00% 30 Days
at CTION b. ACCEPTANCE
Net 0
47. SCHEDULE (See reverse for Rejections)
QUANTITY Qry
ITEM NO, SUPPLIES OR SERVICES ORDERED | UNIT UNIT PRICE AMOUNT ACCEPT.
(a) {b) (c} (d) (e} U] {g)
In accordance with Jeskell, Inc. Quote #M4094
dated 12/15/04, the Contractor shall provide
one NWSTG Backup Enterprise Storage
Systern as detailed in Line Itern 0001 as
follows:
0001 Total Storage Enterprise Storage Server, Part # 1} LT 90,000.00 20,000.00
2105-800, to include the hardware as detailed
on Jeskell, Inc. Quote #M4094 dated 12/15/04.
18. SHIPPING POINT 19. GROSS SHIPPING WEIGHT 120. INVOICE NO. 17(h)
- TOTAL
21. MAJL INVOICE TO: (Cont
a. NAME Dages)
SEE BILLING
WETRUOTIONS OFF OF THE CHIEF INFORMATION OFFR/W/CIO
ON b. STREET ADDRESS {or P.0. Box}
REVERSE 1325 EAST-WEST HWY., SSMC-2 USs 70
. GRAND
T
¢. CITY d. STATE e. ZIP CODE 90,000.00 OTAL
SILVER SPR[NG 20910

22. UNITED STATES OF

23. NAME (Typed)
Daniel F. Kinsella 301-713-3405 x156
{TITLE CONTRACTING/ORDERING OFFICER)

¥
AUTHORIZED FOR LOCALREPRODUCTION ’

AMERICA BY (S:gnarure)
?revious edition not usable

OPTIONAL FORM 347 (REV, &/05)
Prescribed by GSAFAR 48 CFR 53.213(e)



Exampﬂe pRS&@]p — Purchase Order R@p@rt
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Example CID-50 — Create New Asset web form



Create feew Assel

ORALCLE

Sunflower Assets - Production 3.8,0.0

Brian Mason

Create New Asset

Custodial Area

Property Contact ldentifier

User tdentifier

Property Accountability Office -

Region

Manufacturer

HEEEER

Model

Description (Required)

(e.g. Computer Peripheraly

Activity Type

Acquisition Date

Initial Event

’H»cal Year

‘ Fund Code

Organization

User Code

Object Class

\
|
o
|
\
l

Code E i Task
¢
Bureau - f;\djusl deprectation
‘ {from

Document Type

Storage Type

Document #

i

IDocument Custodial Area

=

Interest Type Barcode # Serial Number Site

INVENTORY ASSET 3 H
BUILDING ¢ E TRACK NUM & m

mviNTORY Asser 5 L T T ‘__ oo ] :
BULDING § E] TRACK UM 3 ‘Z]

INVENTORY ASSET 3 ‘ | :
BUILDING ¢ TRACK hUM 2 E

INVENTORY ASSET 2 [ { :
BUILDING ¥ E} TRACK NUM ¢ E

INVENTORY ASSET 1 l { :
BUILDING ¢ B TRACK BUM  § El

INVENTORY ASSET 3 I i H
BUILDING ¢ E} TRACK NUM % B

INVENTORY ASSET 2 l l :
BUILDING 3 E TRACK RUM 3 E

INVENTORY ASSET ¢ l l :
BUILDING + IE TRACK NUM 3 E

INVENTORY ASSET & l I :
BUILDING & E] TRACK NUM 3 E

NTORY ASSET ¢ l ' :
BUILDING 3 D TRACK NUM 3 m

Save

file 14 i volumes Work iIMOAA S04 ta 1 data/ Sudhes  CAOR 20 Transition /<d3052 request humb




Fxample CID-509 — pr@p@r(ﬁy Transaction
R@qu@st
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- .

S ’ . ENTERED [ OWER
U.S. Department of Commerce Property Transaction Req uesbar: __gj 53 05
DKP

‘ Custodian Code Transaction Request Number
54201N210 [b]. 8/25/05 j
1 . Addition Type: [ New Acquisition [ Inventory Adjustment { | Other —
SO
D
E |Description Number Description
S
C } 3) 2 {(J 3& Enterprise Storage Server
T Manufacturer Model Number Serial Number
? IBM ESS-800 75-29850
C!) NFC ID Number Type of Property 1Useful Life
N CD0001403686 ADP ; ;
L AV ‘l'
O |Building Number 213 Room Number known)
c
? Street Address 19844 Blue Ridge Mountain Road
é ; " Bluemont County State Va Zip 20135
N
Document Type (Check One) A
A . Other
C | X 40Purchase [ ] 50Contract [ | 14Bank [ | 22GSA [] 43Leases |
C Order Card Fedstrip Rentals fForm #)
.; Document # Line ltem# | Acquisition Cost | Acquisition Date Receipt Date
T DG133WOSNC1338 01 90,000.00 12-22-4 1-7-5
rfl Org. Code / Project Number Object Class |Org. Code (NFC) E FSC |Possession Code,
G 3123 WA2100 ! :
Multiple Adds (use this section fo record multiple “adds” of the sama ifem procured on the ssms document.) 1]
M N i
E NFCID Serial No. Custodian Code Bldg. No. Room No. Project No.
T
I
P
L
E
A - - _— —_
D
D
]
Remarks
J
|Date iTelephone

.ignature of Custodian (Print Name)
AlA A L, L ac

ak, A

e

(301) 713 - 0864

See fa;'erss for Change, Transfer or Delete Actions

This form was slectroniGally producecd by Elte Federsl Forms, inc.

Form CD-509 LF (2-81)



Example Transaction Details for Custodian
R@p@mtﬁ
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[nventories (Headgquarters)



Steps in the process



Conducting Personal Property Inventories
Process at Headquarters

The following chart shows the steps taken when conducting the annual
wall-to-wall physical inventory of personal property at headquarters. (The
process in the Regions may differ slightly.)

Yellow elements on the chart indicate that a sample document follows.

Pink elements indicate that the process flow is continued on a subsequent
chart.

>

The inventory schedule is established at the beginning of every fiscal
year in consultation with the Line and Staff Office Property Managers
and the Regional Property Managers.

The Inventory Lead establishes the Review Campaigns in Sunflower.
This establishes the base of the property on hand at the beginning of
the inventory and enables the capture of the sighting of property in the
system.

The Personal Property Account Managers (PPAMs) prepare the cover
inventory letter and guidance which will be sent to the Property
Custodians.

The Property Custodians print out a listing of the base assets included
in their Review Campaign.

Usually it is the Property Contact that conducts the actual physical wall-
to-wall inventory. This is done either by listing those bar code numbers

sighted during the inventory on a piece of paper or by scanning the bar
codes with a bar code scanner.

The Property Contact then records their findings in Sunflower by using
the web forms on the Internet.

A report can then be generated listing the property found and the
property that was not found.

+ Found items must be identified and documentation assembled so
the item can be recorded in Sunflower using the web to create the
asset record.

+ Missing items must be researched and located. If they can not be
located, the circumstances of their disappearance must be
documented using the request for a final event on the web (CD-52
web form).

The Property Custodian processes the inventory resolution by using the
HTML Transaction Pages accessed from the NOAA Personal Property
web site.

Once there is no missing property, all supporting documentation and
certifications of completion are submitted to the servicing Property
office.



> If, after thorough research, the missing property can not be located, the
Property Custodian must submit a request to remove the record from
their inventory. This is a request for a final event submitted via the web.
(CD-52 web form).

> After receiving the results of the inventory, the Property office reviews
the documentation, enters any manual corrections needed into
Sunflower, and completes the inventory file.

> At any time an inventory Review Resolution Summary Report can be
run from Sunflower to determine the status of an inventory.
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Sample Inventory Letter



0 UNITED STATES DEPARTMENT OF COMMERCE

§ : \:‘_:‘, = National Oceanic and Atmospheric Administration
‘5& g s OFFICE OF THE CHIEF ADMINISTRATIVE OFFICER
'o,>?;‘,f LOGISTICS DIVISION
Taras

October 26, 2005
MEMORANDUM FOR: Distribution
FROM: Jon Pinner
Property Management Officer
SUBJECT: Annual Inventory and Certification of Personal Property

In compliance with the Department of Commerce Personal Property Management Manual
requirements, a 100% physical inventory of accountable personal property must be conducted
annually. This annual inventory for the Office of Chief Administrative Officer (OCAO)
Headquarters Region is scheduled to be conducted during the first quarter for fiscal year 2006.
Inventories are to be completed and returned by December 2, 2005. Requests for extensions must
be routed through the Line Office Property Manager.

The wall-to-wall inventory will be conducted using inventory listings that are downloaded from the
Sunflower Property Management System. Please use Sunflower Review Campaign “2006 OCAO
ANNUAL INVENTORY.” The attachment provides guidance on how to download the inventory
listings and how to use the Sunflower online resolution pages to process your inventory results.
The Property Custodians will initial each property record sighted on the inventory listing. Property
Custodians will submit online CD-50 or CD-52 requests to adjust property records requiring
adjustments. These adjustments will be annotated on the inventory listings. Completed inventory
listings will be returned to the Personal Property Office on or before the due date.

NOAA Personal Property Unreconciled Procurements (UPRs)

Organizations are required to reconcile their UPR as part of the annual inventory. Current UPRs
are available on the Personal Property website. hitp://www.pps.noaa.gov. Please print your UPR
prior to beginning your physical count. You are required to submit this list and your UPR
Certification to Personal Property Branch as part of your completed inventory package.

Property Custodians will process an online CD-50 request for property that was acquircd,
transferred, or found during the physical inventory. CD-50s request should also be used in UPR
reconctliation process,

Property Custodians will process an online CD-52 request for property not accounted for during the
physical inventory and UPR reconciliation process. Property Custodians will screen print the CD-
50/52 request and submit them to the Personal Property Office with the Annotated inventory
listings,

<



Complete inventory packages contain the following documentation:
- Annotated Inventory Listings
- Copy of UPR
- Signed UPR certification
- Copies of Online CD-50 request
- Copies of Online CD-52 request
- Signed Inventory Certification

Please hand deliver or mail complete inventory packages to:

Larry Oates

OFA HQTR Route: OFA5711
BLDG: SSMC4 RM: 8163

1305 EAST WEST HWY
SILVER SPRING MD 20910-3281

If you have any questions, please contact Larry Oates at (301) 713-3530, ext. 173.

Attachments:

Property Custodian Online Inventory Procedures
Inventory Certification Form

UPR Certification Form
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Example Review Resolution Summary Report
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Capitalized Property



Steps in the process



Capitalized Personal Property

The following chart shows the steps taken when entering capitalized
property in the the personal property tracking system.

> Before a piece of property can be entered into Sunflower, a Sunflower
catalog entry must be established which is unique for every model
produced by a particular manufacturer.

In Sunflower, accountable property is identified separately from property
that is capitalized. The former is called an “inventory asset”. The latter is
called a “financial asset”. Most capitalized property is also accountable.

Leased property is identified as “agreement assets”.

> The inventory asset is entered or cleared into Sunflower by the
Personal Property Account Manager.

> The inventory asset entry is reviewed by the Financial Manager to
ensure that the record matches the documentation provided by the
program office.

The documentation required to support the entry of the financial asset is
listed on the Personal Property web site and includes

copies of the procurement documentation to show the
acquisition was authorized,

copies of invoices to support the value of the asset,
- copies of receiving reports to support the acquisition date,
- documentation to support the description of the property, and

signed documentation showing that the Property Custodian has
the property and assumes responsibility for it.

> The asset is capitalized, thus creating the financial asset in Sunflower.

> If the asset is leased, not purchased, then it is also necessary to create
the agreement asset in Sunflower. A Lease Determination Worksheet
and the payment schedule are required in order to be able to do this.

> The depreciation accounting is entered by the Financial Manager.

> Copies of the computer screens are printed out for inclusion with the
rest of the documentation in an audit review folder.

> The audit review folder is reviewed by the consultant from Ernst and
Young to ensure that the documentation is complete and that no errors
have been made in entering the information into Sunflower.
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Final Event — Paper



Steps in the process



Final Event Using Paper

The following chart shows the steps taken when requesting that personal property
be removed from the inventory using the paper CD-52 form.

Yellow elements on the chart indicate that a sample document follows.

>

Once the client has determined that there is a need to remove a piece of
property from their property records because it has become lost, stolen, or
damaged, or they wish to cannibalize it, they prepare a paper CD-52 form and
have it signed by the Property Custodian and the Property Accountability
Officer.

The CD-52, along with supporting documentation, is provided to the Property
office.

The Property office assigns a tracking number to the CD-52 and enters it into
the CD-52 data base.

The Regional Property Manager changes the status of the property in the
property records from “In Service” to indicate the current status and enters the
CD-52 tracking number in the comments field.

If the property's original acquisition cost was less than $5,000, it is possible for
the NOAA Property Management Officer (PMO) or a Regional Property
Manager (RPM) to approve the CD-52 request and to simply process the final
event in Sunflower.

If the value of a single item is more than $5,000, or if there are multiple items
valued at over $10,000, or if the PMO or RPM is uncomfortable approving the
request, the request is presented to a Board of Review.

+ If the Board of Review approves the request, the request goes to the PMO or
the RPM for final approval. If approved, the RPM processes the final event
in Sunflower. If not, the RPM gives the request back to the Board for further
review.

+ If the Board of Review is not satisfied with the justification for the final event,
they will prepare a memorandum asking the program office to provide more
justification.
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Example CID-52 — Report of Review of pm@p@r@;y



MRY—-24-2185 13192 NCERNLIS/NCED A EMr 1% R

533548 FLgnos
FORM CD-§2 LF 115 DEPAF MENT OF COMMERCE | DATE
(REV. 11-84) R ,
o:o 217.9 — 517-5
NUMBER -
REVIEW OF PROPERTY 2 040
. REPORT OF PRIMARY CRGANIZATION UNIT ¢/ 9 2 (oN O20
DOC/NOAA/NWS/INCEP
INSTRUCTIONS | OFFICE OR $TA «zga& REPORTING L,‘\)X Y=Y
‘ Environmental Modeiing Center
Submit a scparate rcport for each category: Lost, stolen, destroyed, |LOCATION
damaged. sacrificed or unserviceable property. Camp Springs, MD 20746
. ! : —
UNIT ESTIMATED
QUANTITY | DESCRIPTION IN DETAIL acquisition | TOTALCOST - Copecent
(Fach; I cost OFUNTS 1 yalee
1 Paim Pilot (CD0001402771, Man. - Palm One, Model - Tungsten-15. 39999 399.99 39933
Serial Number - PNSBMA84V2YF) 1
| s
{ i
}
I ;
i
‘ ; i
|
j
i !
, ﬁ
1 ;
| ‘
|
, ? T |
| :
|
@ ‘ |
; ! |
_ . ;
| ; I
|
§ |
! i
?
j
T
ToTAL ) 39999 395.99
EXPLAIN CIRCUMSTANCES CAUSING REPCRTED STATUS CF PROPERTY ’
STATUS - STOLEN
On April 29, 2008, at 8:00 p.m, Hua-Lu Pan was walking through he parking gara ge at the WWheaton Metro Stalicn. He was
approched by 3 suspects who punchsd him in the face severai times, Tha suscedt § stole averything that he had on him,
including the Govt. Issued Paim Pilot that is listed above. Aftached is a copy of the pelice report from the Metro Transit Police
Department.
CERTIFICATION - | HEREBY CERTIFY THAT THE INFORMATION GIVEN ABOVE IS TRUE TO THE BEST OF MY KNOWLEDGE AND BELIEF
Mﬁf 776765~ Iugeche, Bue
SIGNATURE OF PROPERTY CUSTODIAN TITLE 4

This farmm was elscronically produced by £ite Federat Forms, Inc,



MAY-24-200%  19:92 NOEO 2 LS NCE - /B 4 o e o
RECOMMENDATION IR

T ALL THE AVAILABLE EVIDENCE AND TESTIMONY MAVE BEEN EXAMINED AND IT 1S BELIEVED THAT

This Palm Pilot was stolen from the employee.

o

IT IS RECOMMENDED THAT

We now have policy and procedures in place which all government employees and ¢ ontractors will receive, explaining the use and
responsibility of government owned equipment. From now on, everyone with in th e branch will now nave to sign a personal property
hand receipt for any equipment ient to then for their use.

DATE SIGNATURE OF ACCOUNTABLE OFFICER (OR OTHER TITLE
CESICNATED OFFICER)

| i Louis W. Uecellini

FINDINGS AND RECOMMENDATION OF BOARD OF REVIEW

-C)A“'E ' SIGNATURE - | TIME

- BATE SIGNATURE - CTTTRILE

CATE SIGNATURE

[ CONCUR IN THE ABOVE FINDINGS AND AUTHORIZE THAT ACTION BE TAKEN IN ACCORDANCE THEREWITH

Sl T - D/,/Vé/ﬁl %{jj/ ﬁcr/ﬁé/)wf()&,&ﬂ

DATE SIGNATURE OF RESPONSIBLE ADMINISTRATIVE QFFICER TITLE

DISPOSITION OF PROPERTY

ARTICLE(S) LISTED ON REVERSE SIDE

ENTERED IN SUNFLOWER
DATE _§ /2C [ 2ea%

MO

IMITLE

DATE ) | SIGNATURE '
FS"Q.(,—OS ‘52&7 [,4 @“{ T v MG R

Y Ny PY >



Final Event — Web




Steps in the process



Final Event Using the Web

The following chart shows the steps taken when requesting that personal
property be removed from the inventory using the Request for Final Event
web form.

Yellow elements on the chart indicate that a sample document follows.

> Once the client has determined that there is a need to remove a piece
of property from their property records because it has become lost,
stolen, or damaged, or they wish to cannibalize it, they prepare the
request for final event on the Personal Property web site and submit
supporting documentation to the Property office.

> If the property's original acquisition cost was less than $5,000, it is
possible for the NOAA Property Management Officer (PMO) or a
Regional Property Manager (RPM) to approve the request and to
simply process the final event in Sunflower.

> If the value of a single item is more than $5,000, or if there are multiple
items valued at over $10,000, or if the PMO or RPM is uncomfortable
approving the request, the request is presented to a Board of Review.
The Board is established using the web, with email notification going
out to all of the members that there is a request they are being asked to
review.

+ If the Board of Review approves the request, the request goes to the
PMO or the RPM for final approval. If approved, the RPM processes
the final event in Sunflower. If not, the RPM gives the request back
to the program office for more justification.

+ If the Board of Review is not satisfied with the justification for the
final event, they will prepare a memorandum asking the program
office to provide more justification.
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Example CID-52 — Final Event Request web -

{F(O) "I



(aWala'

Request Retirement of Asset

Final Event Request

Date oz/17/2006 (MM/DD/YYYY)
Event Type | DELETE - LOST OR STOLEN .
|NDIES r
Comment
Actions
[ Save | I:r_ Enter Query :I I: Manually List Assets :I I:r_ Mew E~.rer1t:I

Manually List Assets

Bottom

Enter the asset identifiers and then click the [Save] button above

Interest Type

Barcode #

INVENTORY ASSET |4

INVENTORY ASSET |4 |

INVENTORY ASSET |4

INVENTORY ASSET |4 |

| INVENTARY AT |20 |
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Steps in the process



Donating Computer Equipment Using the Computers for Learning

Program

The following chart shows the steps taken when requesting that computers be
donated to an educational institution using the Computers for Learning (CFL)
Program.

Yellow elements on the chart indicate that a sample document follows.

>

The program office first identifies computer equipment that they no longer need
and that they believe would benefit the schools participating in the CFL
program.

If the program office is located at headquarters, they prepare a paper CD-50
form and submit it to the NOAA Warehouse.

The NOAA Warehouse picks up the computers and verifies them against the
CD-50 form.

The NOAA Warehouse provides a copy of the CD-50 form to the CFL Program
Coordinator.

The NOAA Warehouse enters the equipment into AAMS, the GSA application
that permits screening of property by offices in the Department of Commerce
who may have a need for the equipment.

The NOAA Warehouse updates the records in Sunflower.

The CFL program coordinator screens the CFL Website for potential candidates
who might have a need for the equipment.

If, within the 15-day screening period, someone in the Department of
Commerce indicates that they have a need for the equipment, the equipment is
transferred to that office and removed from consideration from within the CFL
program.

If no one in the Department indicates that they have a need for the equipment,
the CFL Program Coordinator notifies the potential candidate that the
equipment is available and faxes the CFL Certification to them.

The donation candidate returns the signed Certificate to the CFL Program
Coordinator.

The CFL Program Coordinator forwards the certificate along with authorization
for the Warehouse to release the equipment.

The Warehouse prepares a SF-122 Transfer Order form and sends pick-up
instructions to the donation candidate.

The donation candidate picks up the equipment and signs the SF-122.
The Warehouse then processes the final event in Sunflower.
The Warehouse forwards the signed SF-122 to the CFL Program Coordinator.

The CFL Program Coordinator posts the transaction on the GSA CFL web site
so the Department can get credit for the donation in the annual report.

The CFL Program Coordinator files the SF-122 in the CFL file.
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Example CID-50 — Personal pm@p@rﬂty Control



06-Jan-11 05:30pm

From-NCAA WAREHOUSE SERVICES +3013722812 T-564 P.02/02 F-873
T Oftm CD-50 U8 OEPARTMENT OF COMMVERCZ | PATE MUMBER.
(REV €89) LF
P PERSONAL PROPERTY CONTROL  |PAPose Craxapmsnoa [} Cnfnee
[J AcQuiSIION  [] TRANSFER _ E] LOAN 3 =excess
FROM: TO:
Buesu 34 NOAA NOS Bursas NOAA Warehouse
Organizaton Coow NA24CO Organzanon Cade AJSETW
Locanon §SMC4 Locstdon Brandywne, Maryland
Cuzogan Name  Mugh JORnsdn Custoaan Name Debra Pickengn
Cuwomn ¥ 541018024 - Contuct: (1S Kols Cumoamna  5410NOTW
ASKHEST 4308 Egal-Wast Highway Aamets 7800 Cadarviis Road, Brandywine, MD 20613
Siver Sping. MD 20930 Pronct 301-372-2025 Room #
Prons # 301-713-1156 Room # 3493 Sotument ¥ Recaipt Date
Accourong Class Accounung Class Ocyact Cass
Possoasion Code Lezabon Coos
- CONDITION OODE: 1=Eacmilont. e=usabis _7~Ropgirable. XsSanage ScSoap
OCRIGINAL
BAR CODE NO. MANUFACTURER DESCRIFTION MOUEL NO. SERAL NG ISMON | v
CDO001086689 Hewen-Packard | Printer C7044A CNBBD19670  |$ 300.00 7
CDO001055630 Dedl Laptop Computer Lattuds LS 91C21048YKH {32,00000 {7
CDO001060537 Dedi OptiPlex Gx1P Computer MMP FERTS $2,00000 |7
CD0000528241 Denl Optifiex Gx1 Computer MMP 03778 $2,000.00 |7
CDO0D048918S Pent OptiPlax GxA Computer MMP DovzY $200000 |7
'DOB& 042634 Peil Optifisx Gx Computer MMP GKYZD $200000 7
No Bar Coge NewsiTecn Docking Station BookEnaz - § 7500 7
No Bar Code larmnga Zip Drve 210082 LDEGA4ATWT [§  75.00 7
No Bar Code Manitor Reck - quanity: 2 $ 10.00 7
Kayboards - quaniiyy: 8 v owe BOX $ 800.00 7
Mice - quantity: 2 \6 $ 50.00 7
P APFROVAL/RECEIPT OF RELEASING OFFICIAL
TITLE DATE
Hugh Johnson-Chist [iiormanon Officer y A % 1
APFROVALRECEWT OF RECEIVING OFFKCIAL
TTLE CATE

Copy Distribulion: Releasing Office, Receiving Office, Personal Property Division, Flle




Example SIF-122 — Transfer Order, Excess
Personal Property
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Standard Form 122
JUNE 1974
GENERAL SERVICES
DMINISTRATION
‘PMR (41 CFR) 101-32.306
PMA (41 CFR) 101-43-315

TRANSFER ORDER
EXCESS PERSONAL PROPERTY 2. DATE

i. ORDER NO.
WHSE-05-0006

12/16/2004

3. TO: Generai Services Administration”

GSA/FSS (3FBPU-W)

470 UENFANT PLAZA EAST S.W. STE 8100
WASHINGTON, D.C. 20407

4. ORDERING AGENCY (Fuil name and address)*
GWYN PARK HIGH SCHOOL
13800 BRANDYWINE ROAD
BRANDYWINE, MD 20613

5. HOLDING AGENCY (Name and address)”

DEPARTMENT OF COMMERCE/NOAA WAREHOUSE
7900 B CEDARVILLE ROAD

BRANDYWINE, MD 20613

6. SHIP TO (Consignee and destination)*

SAME AS BLOCK #4

7. LOCATION OF PROPERTY

SAME AS BLOCK #5

8. SHIPPING INSTRUCTIONS

WILL PICKUP

P.O.C. WAYNEKNOX Pizhand Lockusw
£301) 372-0140

9. ORDERING AGENCY APPROVAL

10. APPROPRIATION SYMBOL AND TITLE

a. SIGNATURE b. DATE
c. TILE 11. ALLOTMENT 12. GOVERNMENT B/L NO.
13. PROPERTY ORDERED
FSA AND ITEM DESCRIPTION ACQUISITION COST
HOLDING NO. (Include noun name FSC group and Class, Condition code and, UNIT QUANTITY
AGENCY NOS. if available, National Stock Number) UNIT TOTAL
(a) (b) (c) (d) (e} H (g)
SEE ATTACHED (4 PAGES)
TRANSFER ORDER #WHSE-05-0006 EA 104 78,142.00 78,142.00
TRANSPEORED “;f» Q/o/,«/ /’7,4/4( 7=y,
rEonwvrL s (U A
““\4/_3.— L
SIGNATURE, s
PR¥IT NAwE:  (norbhs™ D\r\gm\,
maTs. \\\/\ G 5 B i [
T T o
b
b, o
a. SIGNATURE b. TITLE ¢c. DATE
14, GSA
APPROVAL
FOR AGENCY AND LOCATION
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Financial Reporting Schedule




Financial Reporting Schedule

Begin date

Due date

Oct-01

first workday after Oct. 1

Run Depreciation in Sunflower for the end of
September

4 workdays after above date

Generate GL reports for the end of September and
send to Finance

5th quarter reports from previous fiscal year.

Reconcile 5th quarter reports to 4th quarter ending
balance.

Roll-forward for 4th and 5th quarters

Reconcile 4th & 5th quarter roll-forward with
audited ending balance at interim (3rd quarter)

Oct-13

Create accounting periods for fiscal year in
Sunflower

Oct-13

Change depreciation accounting project codes to
new fiscal year in all capitalized assets that are not
fully depreciated

Oct-13

Oct-14

first workday after Oct. 13

Run Depreciation in Sunflower for October

4 workdays after above date

GL reports for October and send to Finance

Resolve any problems with project codes

October reports

Reconcile October reports to previous year's ending
balance.

Roll-forward for October

Perform flux analysis of depreciation comparing
current month with month in previous year

Nov-13

Nov-14

first workday after Nov. 13

Depreciation in Sunflower for November

4 workdays after above date

GL reports for November and send to Finance

Resolve any problems with project codes

November reports

Reconcile November reports to previous month's
ending balance.

Roll-forward for November

Perform flux analysis of depreciation comparing
current month with month in previous year

Dec-13

Dec-14

first workday after Dec. 13

Depreciation in Sunflower for December

GL reports for December and send to Finance

Resolve any problems with project codes




Financial Reporting Schedule

4 workdays after above date

December reports

Reconcile December reports to previous month's
ending balance.

Roll-forward for December

Perform flux analysis of depreciation comparing
current month with month in previous year

Run 1st quarter reports

Reconcile 1st quarter reports to previous FY ending
balance.

Roll-forward for 1st quarter

Perform flux analysis of depreciation comparing
current quarter with quarter in previous year

Jan-13

Jan-14

first workday after Jan. 13

Depreciation in Sunflower for January

4 workdays after above date

GL reports for January and send to Finance

Resolve any problems with project codes

January reports

Reconcile January reports to previous month's
ending balance.

Roll-forward for January

Perform flux analysis of depreciation comparing
current month with month in previous year

Feb-13

Feb-14

first workday after Feb. 13

Depreciation in Sunflower for February

4 workdays after above date

GL reports for February and send to Finance

Resolve any problems with project codes

February reports

Reconcile February reports to previous month's
ending balance.

Roll-forward for February

Perform flux analysis of depreciation comparing
current month with month in previous year

Mar-13

Mar-14

first workday after Mar. 13

Depreciation in Sunflower for March

GL reports for March and send to Finance

Resolve any problems with project codes

March reports

Reconcile March reports to previous month's ending
balance.

Roll-forward for March




Financial Reporting Schedule

4 workdays after above date

Perform flux analysis of depreciation comparing
current month with month in previous year

Run 2d quarter reports

Reconcile 2d quarter reports to 1st qtr ending
balance.

Roll-forward for 2nd quarter

Perform flux analysis of depreciation comparing
current quarter with quarter in previous year

Apr-13

Apr-14

first workday after Apr. 13

Depreciation in Sunflower for April

4 workdays after above date

GL reports for April and send to Finance

Resolve any problems with project codes

April reports

Reconcile April reports to previous month's ending
balance.

Roll-forward for April

Perform flux analysis of depreciation comparing
current month with month in previous year

Annual special inventories: capitalized property,
depreciation accounting, heritage assets,

May-08|First workday in June government furnished equipment
May-13
May-14|first workday after May 13 Depreciation in Sunflower for May

4 workdays after above date

GL reports for May and send to Finance

Resolve any problems with project codes

May reports

Reconcile May reports to previous month's ending
balance.

Roll-forward for May

Perform flux analysis of depreciation comparing
current month with month in previous year

Jun-13

Jun-14

first workday after Jun. 13

Depreciation in Sunflower for June

GL reports for June and send to Finance

Resolve any problems with project codes

June reports

Reconcile June reports to previous month's ending
balance.

Roll-forward for June




Financial Reporting Schedule

4 workdays after above date

Perform flux analysis of depreciation comparing
current month with month in previous year

Perform flux analysis of depreciation comparing
current quarter with quarter in previous year

Run 3d quarter reports

Reconcile 3d quarter reports to 2d qtr ending
balance.

Roll-forward for first 3 quarters (Interim audit)

Reconcile first 3 quarters roll-forward with audited
ending balance for previous FY

Jul-13

Jul-14

first workday after Jul. 13

Depreciation in Sunflower for July

4 workdays after above date

GL reports for July and send to Finance

Resolve any problems with project codes

July reports

Reconcile July reports to previous month's ending
balance.

Roll-forward for July

Perform flux analysis of depreciation comparing
current month with month in previous year

Aug-13

Aug-14

first workday after Aug. 13

Depreciation in Sunflower for August

4 workdays after above date

GL reports for August and send to Finance

Resolve any problems with project codes

August reports

Reconcile August reports to previous month's
ending balance.

Roll-forward for August

Perform flux analysis of depreciation comparing
current month with month in previous year

Sep-13

Sep-14

first workday after Sep. 13

Depreciation in Sunflower for September

4 workdays after above date

GL reports for September and send to Finance

Resolve any problems with project codes

September reports

Reconcile September reports to previous month's
ending balance.

Roll-forward for September

Perform flux analysis of depreciation comparing

current month with month in previous year




Financial Reporting Schedule

Perform flux analysis of depreciation comparing
current quarter with quarter in previous year

Run 4th quarter reports

Reconcile 4th quarter reports to 3rd gtr ending
balance.

Roll-forward for 4th quarter

Sep-30







Training
as of January 23, 2006

First Year Training

SES Training - Fact Sheets and Presentation provided at SES Retreat in December 2004

Executive Level Training
Property Accountability Officers (PAO), members of Boards of Review

Life Cycle Management

Responsibilities of PAO and Property Custodians (PC)
Importance of personal property accounting and accountability
Running reports

1st phase - December 6, 2004 - December 21, 2004
- on-line, web-based training presentation
180 potential trainees - 112 trained

2d phase - September 1, 2005 - present
- on-line training presentation made available through DoC e-Learning site

36 people remain to be trained
As of December 1, 2005 - 16 trained, 20 remain to be trained

Property Custodian Training
Property Custodians and Property Contacts

Same course instruction as above plus
HTML Transaction Pages
CD50 / 52 Requests
Conducting annual physical inventories

Pilot phase - January 10, 2005 - January 14, 2005
- classroom training
242 potential trainees - 143 trained

1st phase - January 24, 2005 - March 11, 2005
- on-line, web-based training presentation
937 potential trainees - 659 trained

2d phase - October 2005 - May 2006
- on-line, web-based training presentation
388 people remain to be trained
As of January 23, 2006 - 125 trained, 263 remain to be trained.

3d phase - June 2006 -
- on-line training presentation made available through DoC e-Learning site



Refresher training (yearly)

Executive Level Training
Property Accountability Officers

- Responsibilities of PAO and PC
- Updates on personal property accounting and accountability policies and procedures
+  Running reports

Property Custodian Training
Property Custodians and Property Contacts

Same course instruction as above plus

« HTML Transaction Pages

- CD50 /52 Requests

« Conducting annual physical inventories

Property staff
(20 people nationwide)

« Accepting CD50 / 52 requests
« Running Sunflower reports
- Managing Inventory Assets

Excess Managers
(10 people nationwide)

- Managing Excess Assets

Regional Property Managers
(8-9 people nationwide)
«  Setting up review campaigns
- Managing Financial Assets
+ Managing Agreement Assets
+ System Administrator tasks in Sunflower
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Report of Transaction Counts By Transaction Type

The following report shows the number of transactions in Sunflower
between October 1, 2005 and February 13, 2006.

The first break out is by Line / Staff Office. (The NOAA Finance and
Administration office name includes all offices within Corporate Services.
Those transaction listed under the name Unknown could not be identified
by Line / Staff Office.)

The next break out within each Line / Staff Office is by calendar year
showing how many transactions occurred between October 1, 2005 and
December 31, 2005 and then the number of transactions between
January 1, 2006 and February 13, 2006.

The final break out is by type of transaction: addition, change, retire, or
transfer.

The totals for the time period are given for each Line Office.



Transaction Counts By Transaction Type

From Dat e: 10/ 01/ 2005
Printed On: 03/03/ 2006
Line O fice Nane:
Interval ( Year
2005
2006
Line O fice Nane:
Interval ( Year
2005
2006
Line O fice Nane:
Interval ( Year
2005
2006

Line O fice Nane:

Interval ( Year

2005

NOAA FI NANCE AND ADM NI STRATI ON

Transacti on Type

To Date: 02/ 28/ 2006
Page: 1 of 4

Transactions

ADDI TI ON
CHANGE
RETI RE
TRANSFER
ADDI TI ON
CHANGE
RETI RE
TRANSFER

Tot al

Per

NOAA FI SHERI ES

Line Ofice:

Transacti on Type

360
2167
331
978
82
556
235
381

5090

Transactions

ADDI TI ON
CHANGE
RETI RE
TRANSFER
ADDI TI ON
CHANGE
RETI RE
TRANSFER

Tot al

Per

Line O fice:

468
1422
749
123
205
1044
338
72

4421

NCAA MARI NE AND AVI ATI ON OPERATI ONS

Transacti on Type

Transacti ons

ADDI TI ON
CHANGE
RETI RE
TRANSFER
ADDI TI ON
CHANGE
RETI RE
TRANSFER

Tot al

NOAA NATI ONAL WEATHER SERVI CE

Per

Line O fice:

Transacti on Type

76
283
76
105
22
273
17
43

895

Transacti ons

ADDI TI ON

394



Transaction Counts By Transaction Type

From Dat e: 10/ 01/ 2005
Printed On: 03/03/ 2006

Line O fice Nane:

Interval ( Year

2005

2006

Line O fice Nane:

Interval ( Year

2005

2006

Line O fice Nane:

Interval ( Year

2005

2006

Line O fice Nane:

Interval ( Year

2005

Transacti on Type

To Date: 02/ 28/ 2006
Page: 2 of 4

NOAA NATI ONAL WEATHER SERVI CE

Transactions

CHANGE
RETI RE
TRANSFER
ADDI TI ON
CHANGE
RETI RE
TRANSFER

Tot al

Transacti on Type

1511
390
243
139
671
207
161

Per Line Ofice: 3716

NOAA OCEAN SERVI CE

Transactions

ADDI TI ON
CHANGE
RETI RE
TRANSFER
ADDI TI ON
CHANGE
RETI RE
TRANSFER

Tot al

NCAA RESEARCH

Transacti on Type

214
789
191

92
183
884
284
161

Per Line O fice: 2798

Transactions

ADDI TI ON
CHANGE
RETI RE
TRANSFER
ADDI TI ON
CHANGE
RETI RE
TRANSFER

Tot al

Transacti on Type

182
354
170

50
108
637
168

83

Per Line O fice: 1752

NCAA SATELLI TES AND | NFORVATI ON

Transacti ons

ADDI TI ON
CHANGE

247
435



Transaction Counts By Transaction Type

From Dat e: 10/ 01/ 2005
Printed On: 03/03/ 2006

Line O fice Nane:

Interval ( Year

2005

2006

Li ne O fice Nane:

Interval ( Year

2005

2006

Li ne O fice Nane:

Interval ( Year

2005

2006

Line O fice Nane:

Interval ( Year

2005

NOAA SATELLI TES AND | NFORVATI ON

Transacti on Type

To Date: 02/ 28/ 2006
Page: 3 of 4

Transactions

RETI RE
TRANSFER
ADDI TI ON
CHANGE
RETI RE
TRANSFER

Total Per Line Ofice:

OFFI CE OF ADM NI STRATI ON

Transacti on Type

247
146
72
649
89
65

1950

Transacti ons

CHANGE
RETI RE
TRANSFER
ADDI TI ON
CHANGE
RETI RE
TRANSFER

Total Per Line Ofice:

OFFI CE OF THE UNDER SECRETARY

Transacti on Type

1047
14
204
4
14

6

13

1302

Transacti ons

ADDI TI ON
CHANGE
RETI RE
TRANSFER
ADDI TI ON
CHANGE
RETI RE
TRANSFER

Total Per Line Ofice:

UNKNOVWN

Transacti on Type

87
851

86
134
125
277
125
134

1819

Transactions

ADDI TI ON
CHANGE
RETI RE
TRANSFER

4569
248
38
115



Transaction Counts By Transaction Type

From Dat e: 10/ 01/ 2005
Printed On: 03/03/ 2006

Line O fice Nane:

Interval ( Year )

2006

UNKNOVWN

Transacti on Type

To Date: 02/ 28/ 2006
Page: 4 of 4

Transactions

ADDI TI ON
CHANGE
RETI RE
TRANSFER

Total Per Line Ofice:

Total Transacti ons:

2085
148
24
52

7279

31022



Cromnyms




Acronyms

AAMS........... Agency Asset Management System
AGO............. Acquisition and Grants Office
CAO............. Chief Administrative Officer
CAP.............. Contractor Acquired Property
CBS.............. Commerce Business System
CFL.............. Computers for Learning
CFO............. Chief Financial Officer
CPCS........... Commerce Purchase Card System
CWIP............ Construction Work in Process
GFE.............. Government Furnished Equipment
(€] T General Ledger

IUS............... Internal Use Software
NAO............. NOAA Administrative Order
PAO.............. Property Accountability Officer
PMO............. Property Management Officer
PPAM........... Personal Property Account Manager
RPM............. Regional Property Manager
UPR............. Unreconciled Payments Report

WITS............ Workflow Information Tracking System





